Menor andum 11-1-3

DEPARTMENT OF THE ARMY
Arny Engineer District, Rock Island
Cl ock Tower Building - P.O Box 2004
Rock Island, Illinois 61204-2004

CENCR- RM
Menor andum
No. 11-1-3 18 March 1994
Arny Program
COVIVAND | NSPECTI ONS

1. Purpose and Scope: This nenorandum establishes policies and
procedures for the Corps of Engineers, North Central D vision,
Rock Island District(CENCR) conmand i nspections, and assigns
responsibilities for inplenmentation.

2. Applicability: These procedures are applicable to all CENCR
Advi sory, Adm nistrative, and Technical staff offices.

3. References:

a. AR 1-201

b. ER 1-1-25

c. NCDR 1-1-2
4. Explanation of Terms: A command inspection is a formal
eval uati on of subordi nate organi zations. The inspection wll be
conducted by representative(s) appointed by the CENCR Conmmander
to observe and evaluate the performance of m ssion and the status
of deficiencies found during previous inspections.
5. Policies:

a. These appointed representatives will conduct comrand

i nspections of every district element at |east once every 24
nont hs.

Thi s Menor andum super sedes Menorandum 11-1-3, dated 17 Sep 87.
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(1) Inspection teans will consist of a teamchief and
menbers as determ ned by the Conmander. GCenerally, the Deputy
District Engineer (DD) or the Executive Assistant wll serve as
team chi ef .

(2) The teamw || observe and evaluate activities that
fall under the unbrella of the United States Arny Corps of
Engi neers (USACE) Command Managenent Program The team w ||
eval uate conpliance with USACE and Corps of Engineers North
Central Division (CENCD) policies and procedures, and the
managenent of adm nistrative, |logistical, nobilization,
operational, technical and other applicable m ssions of each
CENCR el enent .

(3) In addition to performng the conpliance inspection
outlined above, team nenbers will provide orientation, two-way
communi cation, and assi stance, where applicable, to the inspected
district el enent.

(4) Al teamnenbers will wear nane tags during the
i nspecti on.

(5) Command inspections will be conducted of District
Area, Resident and Project Ofices; and division and separate
staff offices as determ ned by the Conmander.

(6) The District Command | nspection schedule will be
publ i shed 60 days prior to the start of each fiscal year.

(7) Teamchiefs will coordinate with the Resource
Managenment O fice (RM to ensure that inspected el enents receive
a letter of notification for conmand i nspection at |east 30 days
before the start of the inspection. The letter should detai
dat es, purpose, and scope of the inspection. Unannounced
i nspections may be conducted at anytinme at the direction of the
CENCR Commander .

(8) Inspections will focus on the current status of
functions and the resol ution of deficiencies found during
previ ous inspections.

(9) Entrance and exit briefings will be conducted. The
team chi ef, assisted by team nenbers, will plan and conduct an
exit briefing prior to departure. The briefing will highlight
findings and recomendations resulting fromthe inspection.
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(10) Witten reports of findings and recommendati ons
will be provided to the inspected el enent and the CENCR Commander
within 30 days of the |last day of the inspection. (See Appendi x
A)

(11) The inspected offices wll provide a witten
report of corrective actions/plans within 30 days of receipt of
the final report. (See Appendix A.)

b. A Command I nspection will be scheduled within six nonths
of the assignnent of a new site chief.

6. Responsibilities:

a. The DD is del egated approval authority for command
i nspection policy and programcontent. The DD will approve the
command i nspection schedul e, assignnment of team chiefs and
menbers, and recommended changes thereto, if required.

b. RMw Il provide overall command inspection program
managenent, to include coordination of the planning, scheduling,
and reporting associated with command i nspecti ons.

c. Each division/separate office will review the schedul e of
command i nspections and be responsi ble for providing team nenbers
as determ ned by the DD

d. Inspected elenments will provide facilities for team
menbers use in neeting and preparing reports.

e. D visions/separate offices will establish and maintain a
file for each command i nspection, to include follow up
docunent ati on.

FOR THE COMVANDER:

LARRY E. JONES
Executi ve Assi st ant

APPENDI CES:
APPENDI X A: Adm ni strative Procedures
APPENDI X B: CENCR Form 500-R
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APPENDI X C.  Format for Command | nspection
Corrective Action Reports

APPENDI X D: Conmander's Cui dance for the Conduct of
CENCR Command | nspecti ons

APPENDI X E:  Reports

DI STRI BUTI ON:
A
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APPENDI X A
ADM NI STRATI VE PROCEDURES
1. Command | nspection Concept.
a. The mgjor purposes of the command inspection are to:

(1) Determne the inspected elenent's effectiveness by
focusing on policy conpliance and inpl enmentati on and enphasi zi ng
achi evenent of the command goal s and objecti ve.

(2) Determne how effectively and efficiently the
el ement manages its resources (including tinme, noney, workforce,
and i nformation).

b. The evaluation report of the elenent's performance is
provi ded to the CENCR Conmander by the team chief.

c. The teamw || exam ne how the district elenent has
conplied with and i npl enented managenent policies instituted by
HQUSACE/ CENCDY CENCR and address known or anti ci pated probl ens
faced by the district element in its execution of comrand policy.

d. That, through the information exchanged wth district
personnel, the inspection teamw || reconmend sol utions and
devel op assignnents for follow up

e. That RMw |l be responsible for coordinating the
pl anni ng, scheduling, and reporting associated with command
i nspections. Final approval of the itinerary, schedul es, and
content of the inspection report rests with the team chief.

2. District Preparation for Conmand | nspections. Several steps
nmust be taken prior to a conmand inspection. They are:

a. RMw Il publish a Coomand | nspection schedul e 30 days
prior to the start of each fiscal year

b. The inspection teamw || be appointed by Appoi ntnent
O der.

(1) The command inspection teamw ||l consist of a team
chief and other nenbers as required by assigned task.
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(2) The RM Managenent Analysis Branch (RMM, wll
request that selected divisions/separate offices furnish
personnel for team nenbership. Team nenbers nust have an overal
know edge of USACE, CENCD, and CENCR managenent policies and
procedures as well as in depth know edge and under st andi ng of
their specific areas of responsibility.

(3) Conposition of the command i nspection team and team
chief is subject to approval of the DD

(4) The RMrepresentative will serve as overall program
coordi nator for the command inspection team

c. Inspection team preparation.

(1) RMM in conjunction with divisions and separate
of fices throughout CENCR, w |l ensure that checklists on al
functi onal areas and special topic areas are devel oped and are
provided to team nenbers prior to their departure on a command
i nspection. Unannounced inspections nay be conducted at anytinme
at the direction of the CENCR Commander. (Cuidance applicable to
t he devel opnent of checklists is contained in DA PAM 11-6
Checkli st topics and questions will be broad enough to cover al
functional areas to alleviate the necessity for frequent updates.
Checklists will be witten so that team nenbers:

(a) Can ascertain how well the organization inspected
is being run.

(b) Can determ ne how well policy from higher levels is
interpreted and i npl enent ed.

(c) Can determne if the district el enment has been
adequately resourced to acconplish its m ssions.

(2) The teamchief will establish the overall objective
of the inspection and assign functional areas to the team nenber
with the nost experience in a particular subject area. The team
chief will be responsible for assuring that all functional areas
and itens of specific command interest are provi ded adequate
cover age.
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(3) Twenty four hours prior to departure, the program
coordinator will verify final instructions and coordination with
t he DD.

3. Inspected Elenent's Preparation for Command | nspection. The
i nspected element will:

a. Prepare an inbriefing for the inspection team

b. Provide facilities where team nenbers can neet and
prepare reports.

4. Conduct of Conmand I nspection by CENCR Team The CENCR
Command | nspection teamresponsibilities are:

a. Team nenbers will have latitude in conducting command
i nspections, but will focus particular attention on certain major
itens. These itens to be observed and eval uated are:

(1) Conpliance with HQUSACE, CENCD, and CENCR policies
and procedures.

(2) M ssion performance.

(3) Determnation of the status of deficiencies found
during previous inspections.

(4) The managenent of adm nistrative, |ogistical,
nmobi | i zati on, operational, technical, and ot her applicable
m ssi ons.

(5) The status of progranmed versus act ual
acconpl i shnent s.

(6) The identification of major problens.

(7) Any additional itens as determ ned by the CENCR
Commander .

b. During the inspection, each team nenber will conplete a
CENCR Form 500- R (Conmand | nspection Staff Cbservation) (Appendix
B) for each nmajor function and special topic category as outlined
in the comnmand i nspection checklist, as well as any ot her
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substantial problens disclosed during the inspection. The
conpleted formw ||l be used by the team nenbers during the
i nspection to record coments and recomendati ons.

c. Individual team nenber's comments, as devel oped in the
prescribed CENCR Form 500-R, will be discussed with the team
chief at the teamneeting prior to the exit conference.

d. The teamchief will conduct an exit briefing at which
time each inspector wll be required to discuss their findings.

5. I nspection Report.

a. RMMwIIl consolidate the teams observations into a
final report for the CENCR Conmander. It will be prepared for
the signature of the inspection teamchief. The report wll
i nclude the team chi ef's observations concerning the
ef fecti veness of l|ocal inplenentation of USACE, CENCD, and
district goals and objectives.

b. The report will be forwarded to the CENCR Commander
wi thin 30 days after conpletion of the inspection.

c. Upon sign off by the Conmander, a copy of the report wll
be furnished to the Chief of the inspected el enment, through the
CENCR HQ el enent's concer ned.

d. The chief of the inspected elenent will prepare a report
concerning corrective actions/plans taken to correct deficiencies
found during the command i nspection. The report will be prepared
utilizing the format detailed in Appendix C, and wll arrive
within 30 days after receipt of the final report. Reports wll
be directed to the District Commander, Attention: CENCR- RV M
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COMVAND | NSPECTI ON STAFF OBSERVATI ON

ORG | NSPECTED

PERSON CONTACTED

TELEPHONE EXTENSI ON

SUBJECT:

| NSPECTOR:

Appendi x B

ORGANI ZATI ON SYMBOL:

TELEPHONE EXTENSI ON

COWENT: (1)

RECOMVENDATI O\ ( 2)




CENCR Form 500-R
1 Aug 93
Appendi x B

REFERENCE:  (3)




NOTES: (1) Record in concise terns what was or was not being
done.

(2) In one or two sinple sentences state what action is required
and to whomthe action is assigned (e.g., CENCR Conrander or
specific staff elenment of CENCR).

(3)List reference nmaterial .
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APPENDI X C

FORVAT FOR COMVAND | NSPECTI ON CORRECTI VE ACTI ON REPORTS

TI TLE OF | NSPECTI ON:

OFFI CE SYMBQL: DATE

SUBJECT:

CONCUR/ NON- CONCUR

CORRECTI VE ACTI ON REMARKS:
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ADDI Tl ONAL REMARKS:

COVPLETI ON DATE

ACTI ON OFFI CER

TELEPHONE NUMBER
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APPENDI X D
COVWANDER S GUI DANCE FOR THE CONDUCT OF CENCR COMVAND | NSPECTI ONS

1. The teamchief is the personal representative of the CENCR
Commander .

2. The major purpose of the inspection is to provide an
assessnment of CENCR s el enents:

a. Conpliance with USACE, CENCD, and CENCR poli ci es,
procedures and st andards.

b. M ssion managenent.

c. Progress in inplenenting the USACE, CENCD, and CENCR
goal s and obj ecti ves.

d. Resource nanagenent.
e. Overall effectiveness.

3. The role of the teamchief is to assess conpliance with the
command managenent of adm nistrative, |ogistical, nobilization,
operational, technical and other applicable m ssion areas;
pronote i nproved cooperation and i nformati on exchange; and to
convey personally the CENCR Commander's policies in the interest
of nore effective communi cation/feedback and cooperati on between
t he headquarters' staff and field staff.

a. The team chief should not determ ne CENCR policy where
policy may be unclear or where policy determ nations have not yet
been made. Such issues should be coordinated with the
appropriate CENCR staff by tel ephone or resolved upon return from
t he command i nspecti on.

b. The team chief nust ensure that all issues that surface
during the command inspection are resol ved expeditiously.

4. Specific teamchief duties are to:

a. Schedul e command inspections (with RM support) by:

D1



Menor andum 11-1-3
18 March 1994
Appendi x D

(1) Confirmng dates for command inspections 30-60 days
i n advance.

(2) Approving the node of transportation.
b. Establish the itinerary and:

(1) Informthe program manager of:
(a) Activities and projects to be revi ened.
(b) Specific subjects for briefing.
c. Prepare for command i nspections by:
(1) Not later than seven cal endar days prior to the
command i nspection, conferring with CENCR staff elenments to
determ ne any special areas to be reviewed during the command

i nspecti on.

(2) Holding a pre-briefing wwth the inspection team
The team chief will be responsible for:

(a) Briefing the team about all special subjects,
procedures, or guidance fromthe CENCR Commander.

(b) D viding functional and special topic areas anong
t eam menbers for inspection

(c) Selecting areas the teamchief will personally
i nspect .

(d) Discussing travel schedules/itineraries.

(e) Discussing on-site team neetings.

(f) Appointing the RMrepresentative as the team poi nt -
of -contract to coordi nate any changes which may occur during
i nspection (e.g., schedule, assignnent of actions, etc.).

(g) Designating the appropriate dress for team nenbers.

d. Conduct command inspections by:

(1) Attending entrance briefing.
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(2) Inspecting designated activities and making
observati ons.

(3) Attending information briefings and maki ng courtesy
visits, as applicable.

(4) |If possible, scheduling and holding a daily team
nmeeting to assess the results of the day's inspection and to
coordinate teamactivities for the next day.

(5 Meet with the teamon the final day to consolidate
observations and plan an exit briefing. Assign the RM
representative the responsibility for consolidating team
observation formns.

(6) Conduct an exit briefing.
e. Command I nspection Report.

(1) The teamchief (if not the DD) will give a brief
verbal report to the DD and, if the DD deens appropriate, to the
CENCR Commander. The report will be given within four cal endar
days of the teamchief's return.

(2) The program coordinator will collect the
observation fornms and prepare a report, addressed to the CENCR
Commander. The report will include an overall assessnment of the
district's inplenentation of the command managenent program and
i npl enentati on of conmand goal s and objectives. The report wll
al so include an assessnent of the inspected el enents nmanagenent
of itens of interest.

(3) The teamchief will approve the report, which has
been prepared by the program coordi nator for the CENCR
Commander' s signature.

(4) The report will be delivered to the CENCR Conmander

and the chief of the inspected el enent within 30 cal endar days of
the | ast day of the inspection.
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APPENDI X E
REPORTS
1. The Inspection Team Chief wll:

a. Ensure that CENCR Form 500-R is used to record
deficiencies and recomendations. (See Appendi x A).

b. Provide a copy of each conpleted CENCR Form 500-R to the
i nspected district el ement supervisor.

c. Prepare a final report for the CENCR Conmander within 30
cal endar days. A copy of the report will be provided to the
i nspected elenent. (See Appendix A).

2. The chief of the inspected elenent wll:

a. Prepare a report detailing corrections or correction
plans to include mlestone dates, for each recomrendati on or
deficiency indicated on each conpl eted CENCR Form 500- R

(1) Each deficiency, recomrendation, or question wll
be answered, utilizing the format detailed in Appendi x C.

(2) Each response should provide detail ed answers
or sol utions.

(3) The report will be forwarded to arrive within 30
cal endar days fromreceipt of the final report. Address the
report to Commander, Attention: CENCR-RM M

b. Establish and maintain a file of each conmand i nspection
final report and corrective action report, to include follow up
docunent at i on.

3. The elenment managers will:

a. Monitor the progress of inspection followup corrective
actions.

b. At the half way point of each conpletion date, as noted
i n Appendi x C (Suggested Format for Command | nspection), be
prepared to submt a witten or verbal report to RM denoting
corrective action.
E-1



